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SCHEDULE NO* \(.S

Page No.

3« Authorizat: Requested (Check only one of the squares
A. B ^

Dispose of present "P"l Establish retention sche-
accumulation* No lXj dule for records for which

2v Division or Bureau of Requesting Agency

WEfl, TffiXfl

Microfilm and destroy
. . originals* Originals

addSLtional accumulation there is a continuing accumu- if not microfilmed would
is anticipated. Records lation. The records will cease be retained for the period
have ceased to have to have value to warrant their of time indicated..
value to warrant, reten- retention after the period of , I
tion. . " -, • time indicated, • ;• \

A.
Item
No.

2.

5. Description of Records T'. \ . '
Describe records accurately^ Include title, form\ number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

1ETER BOOK /PAGES \
the meter book pages (4in-3: 9a) are designed to acccmodate
6 years' readings* Heter readings are taken every 6 months
Information on the page indicates the address, location of
meter, date of reading, the meter reading, the 'water con-
sumption between readings and total-water consumption at
each reading* From the Bieter books the bills and Billing
Register are prepared* Bach page is numbered according to
territory, book number and page. This number is used far
billing purpose. After the -water meters of a given ter-
ritory have been read, the meter books are returned to the
office for billing purposes. Pages -which have been filled
out are removed and plaoed in an inactive file in numerical
order. Very little reference is made to the inactive file
(cone after 3 years). The active,file occupies 80 linear
feet of shelving (25 cubic feet). The inactive file dating
from 19-49, occupies 8 cubic feet in the 1st floor vault.
Annual accumulation of inactive pages is 2 cable feet*
RECOMMENDATION i Retain in inactive fila for 3 years and
then destroy*

BILL STUBS
Bil ls mailed to customers are in too parts. The large por-
tion i s retained by the customer -vhllfi the stub (3W4n x
4 V4") i s returned to the Commission, at the time tfcs wfi'

7. Agency, Division or Bureau Representative

Supervisor of Record Survey

Rec ommendation
of hail "of Re-
cords and Board
of Public Works.

See Extension Sheet

sion Sheet

SignatureML
st/tfr*

Title Date

Schedule Authorized as Indicated in
Col. 6 by Hall of Records Commission.

Date Signature

Disposal Authoriz ad as Indicated in
Col. 6 by Board of Public Works.

u-htla TVvî -L ̂ iSiM1' DEC i j W3J/>Kz£^^^—
Date Signature
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Item

No.

$, Description of Records I..
Describe records accurately- Include t i t l e , form number,
purpose, size or documents, inclusive dates, quantity (cubic
or l inear feet ) , and show recojnmended retention period.

6. Recommendation
of Hall of Re-
cords and Board
of Public Works.

I s paid* After processing, posting to the Billing RegLeter
and auditing, only occasional reference i s oade to tbs» a tuba.

>7 stor separated a? to type of eonsraer (bsavy eoustBaera)
are bi l led oonthly rather than aemi-ftnimally) and f i led In
daily Vundlos in ustterical order by account nssber« The
annual rate of aoctnaulation i s apprccdmat©lgr-3 onbic feet . .
B i l l otuba occupy 9 crabic feet of office area, 1951 to date,
6 <snbl© feet IXL ti© f i r s t floor vault* 1949-^50 aod 40
cubic feet i n the baseaent fault , 1935~1?48* Prior to
1950, a duplioato of the b i l l Ur Xc6«) Hfoa returned -olth the

EBOOMMEHDATIOSi Retain for 3 ^eara or tnxtll atidited, trhicb*
ever i s later, and then destroy* y -

1 , .,-s ; •

Supervisor of Record Survey

'/**
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Schedule 17

SCHEDULE NO. 16 * 17

m
Page N o . x

2. Division or Bureau of Requesting Agency
FATS* BKI3TEAB

U* Description of Records

these three record iteas » Heter Book Pages, Bill Stabs and Silling fieglater •>
are the products of the billing process, The aster books « m taluo by ih«
Meter readers at tfe* tin« tbt «eaBd.«*nnti«l or noothly rwwllng f&Us due*
Bpoo return, tla» books are wmt to the IBM office in tha basesoot for pro*
eesslng* The IBS effie* prvp&reB ti» bill and the Billing Register *Meh
are sent to the Cater Begletrar^o Office* ftee awter books are also returned
to this office at irt&cb tine the filled pages are reaored to the inactive
file and new pages inserted la their plaee* the books are then ready for
the next reading*

The bills are nailed to the custoraer. The Billing Register is secured lo
fiber board oovorat s$mch volttate eoataising th« billing laforoation from
appnad»ats37 ten Tsainr books* The custoser retnrtut the bill stub rfth
M s payment and proper posting is nade on the Billing Register* The stubs
are oaly occasioo&lly referred to after the anrroal au^Lt* The Billing
K«gistsr is kept cxsrrtn*. by bringing forward all unpaid balances and
eusolatlva inforaatlon. Beferenoe to the Regiatar daring the first two
years is frequent and *»ry infrequent thereafter. ULerofiladng is reeo»»
mondod for the BiUisg Segieter (Schedule 17, Item 1> as a space earing
device and also for ease of reference. The fact that ndcrofilnine has
already been accoapllahed for the Billing BagUtor for the period 191*9 through
1952, was set a determining factor in making this recossaendatienj, but rather
consideration ©f such procedure was based on the actual need*
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